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Director of Personnel

Fred:

5F 58 Hgs

Why don't we start something like

this now if we agree with it, as opposed to

a later date?

Att:

Associate Deputy Director for

/Hic£ZZE\J. Malanick

DDA 76-5158

Administration, 7D 24 Hags, 18 Oct 76

ADDA:MJMalanick:kmg (18 Oct 76)
Distribution:
Orig RS - D/Pers w/cy of Att

Att:

- DDA Subject w/cy of Att
1 - DDA Chrono
1 - MJM Chrono

M Ltr dtd 15 Oct 76 to Mr. Joseph W. Lowell, Jr. of C
re FPM Letter 713 - Evaluating Supervisory EEO Perfo
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Mr. Joseph W. Lowell, Jr.
Assistant Fxecutive Director
U.S. Civil Service Cormission
wWashington, D.C. 20415

Dear Mr. Lowell:

As requested in the transmittal letter of 16 August 1976, the
draft oM Letter 713 - Evaluvating Supervisory EEO Performance, 1as
heen reviewed by concerned Agency officers, including TRO officials.
We find the material pertinent and the checklist particularly helpful
for the evaluation of supervisory managerial skills in relation to
EEQ performance. The proposed procedures, while not all applicable
in the persommel management system which functions in this Agency,
can be adapted to insure the major emphasis is jdentified and
evaluated.

$ The first phrase of paragraph A7 of the Guridelines for Managers

; may be too generally stated. To awid misinterpretation of the

scope of the “gubordinate” participation, we recormend inserting a

' qualifying temm to identify the subordinatc as a simervisory official
| concerned with the FEO corplaint in question. As the item mow roads,
\ it could be taken to mean that all subordinates of the manager being
\ evaluated should participate in all EFO complaint process, which we

\ helieve is not the intent.

| Sincerely,
(Signod) FOWL ML ey

F. W, M, Janney
Director of Persormel

Distribution:
Orig - Adse
. 1 - DD/A
1 - D/EEO
1 - D/Pers
1 - OP/Review Staff
S ‘ATINTL OP/P&C/RS (14 Oct 76)
|
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UNITED STATES CIVIL SERVICE COMMISSICN HEREPLY RUTARL BLbiR 10

WASHINGTON, D.C. 20415

alus- 16 1976 YOUR REFERERCE
To: Directors of Pers{onnel - ‘ ‘ZQC‘,-(,\ “O\L"‘o ~ Moo [w_
Yrom: Raymond Jacobsonﬁ,\ 1”£fﬁgh/ : ‘ /7¢5”
Exccutive Dirccto) WSy .o o

.“'

G |

Subject: Draft FIM Lettex{713- + Evaluating Supervisory EEO
' Performance .) . .

Attached is a draft Federal Personnel Manual Letter, with appendix,
to provide further instructions and guidance on meeting the require-
ment foxr evaluation of supervisors' performance in furthering equal
employment opportunity (EE0). We invite your review and comments
on this material, ' '

Presently, the requirement to evaluate supervisory EEO performance
is included (1) as part of the EEO affimative action program
structure, bhased on requirements of Executive Order 11478 and the
EEO Act of 1972; (2) in FPMM Chapter 430 (note: a draft revision of
this chapter was distributed on July 1, 1976, for comment by
agencies subject to the Perfoirmance Rating Act of 1950 and other
appropriate organizations, and reflects coordination with the
subject draft); (3) on the agenda used by the Civil Service
Commission for omsite evaluations of agency personncl management and
EEO programs; and (4) as an EEO program assessment item under the
Comnission's Guidelines for Agency Internal Evaluation of Equal
Employment Opportunity Programs (P Series No. 24). However, the
coverage is very brief ia cach instance, and our various review
experiences as well as comments and questions received from agencies
indicate a clear nced for further guidance with regard to the

. requivement. This draft represents an effort to meet this need, It

also reflects our considecration of agency comments we have solicited
in the past on this subjcct, :

The draft focuses on (1) the supervisou's accountability for EEO;
(2) the nced for accountability and evaluation to be results~
oriented; and (3) the systematic relationship among (a) supervisory
EEQ performunce evaluation, (b) persounel management and EEQO program
evaluatiou, and (¢) FIO action plan developument nnd implementation,
We have tricd to delineate a few’fundamental requisites™und then to
suggest some approaches fnf_ZEEEEIEE“Eﬁ‘CUnsidar“as“thei‘intagratc
this particular requirement into their broader evaluation and

rating systoms,

r

Approved For Release‘2(\)02105107 :, CIA-RDP79-00498A000500080007-1
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The Commission's Dircctor, Office of Jederal Equal Employmont
Opportunity, is sending an information copy of this memorandum and
the draft to agency directors of equal employment opportunity. We
ask that your comments reflect appropriate consultations within
your agency, including consultation with EIO officials. Comments
will be particularly helpful if gearcd to_(l) general views,
including an ovexall rcaction as to vhether the issuance has funda-

mental usefulness, and (2) specific suggestions for changes or

additions, including proposcd language subsititutions wherever
appropriate.

' Comments and suggestions may be addressed to Mr. Joseph W. Lowell, Jr.,

Assistant Executive Director, U.S. Civil Service Commission,
Washington, D.C. 20415, and should reach his office by October 13,

1976.

For your information, wec have also invited comments and suggestions
from the National Association of Supervisors and the National
Association of Postal Supervisors.

Attachment

3

Approved For Release 2002/05/07 : CIA-RDP79-00498A000500080007-1



s o et 5

(TS

Pl

Approved For Release 2002/05/07 : CIA-RDP79: 00498A000500080007 1
YFPM LIATER RO, 713~

SUBJLGT:  Bvaluating Supervisory LEO Terforxmance

Inlzqgur!:qu . . - _ ) : E .
1. Tuis Letter scty forth the basi 1p11cnb111ty and rcqu;r(mo‘tg

for evaluating a supcrvisor's or managenr's pcrformancc in furthering
Pl

eqghial cmployment opportunity (:0), vhich will be incorporatcd into

FPi Chapter 713,

-
.

2. Additijonal guidance on implementing these rcouxrémcntv is providad

. in the appendix to this Letter (Cuidelines: Implenenting Supervisory
EX0 Pecformance Lvaluation chuircmgnts)? vhich will be is;ucd as an
appcndi#_to FPM.Chnptcr 713,

3. A planned revision of FPH Chapter 430 will provide for SUTHE siate

cross-referencing.

Scope of Coverage

1. These rcnulrc‘cnto are zpplicable to those agencies and units
covered by the Equal Employment Opportunity Act of 1972 end section 15
of the Apc Discrimination ia Empleoyment Act of 1667 (ADEA), as

amended, in accoxdnncc vith Part 713 of the Commission's regulations.

2. Within the above scope of coverage are some agencies and units
not covcfcd by Chaptcf 43 of Title 5, U.S. Code (Pcrfgrmnncc Rating
Act of 1950) or other parts of Title 5, Thésc orpanizations are not,
bowever, rcemoved Lfom co&nrag& of supervisory ERO performance

evaluation roguiremuents,.

v

ApproyethHooReleases2002/05/97 :LOLA-RDRTS00498AQ00500A8F88FAnc 0
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panagerial under (a) the Com miscion's O pcrvi°ory Crade Bvoluation
Approved For Release 2002/05/07 : CIA RDP79- 00498A000500080007 1
Ln;dn or (L) similaw standards or classification systarg waere an

agpency is not covered by the Conminsion's occupational standaxds.

4. Agenc:c, may limit or estebligh exceptions to these requirciments
thn a supervisor's subordinates arc not within the scope of coverzy

cited in paragraph 1 above (e.g., s 1pcrv1001s of aliens enployed

. .

outcide the limits of the United States or supervisors of non-civilion

~employees), or-in other -elearly unusual circumstances. - llowever,

agenciecs arc not precluded from establishing appropriate evaluation

procedures in such situations.

Principles and Reauirements

1. Supervisors are responsible for and must be held accounteble for
furthering ELO as one of the critical requircments of supervisory
positions.

\

2. Supervisors' performance evaluations must include evaluation of

their EEO perfurmance.

3. 1he supervisor's accountability for EFO must be:
a. Made a part of the supervisor's ongoing duties and

responsibilities;

b. Reinforced, where feasible by the identification of any specif

. . actions expected of the supervisor during the particular

‘evaluation/rating period;

¢. Knowa by the supervisory employece during the périod for which

he or she is being cvaluated and rated.
4. An outstanding rating can be awarded oaly to a supervisor who

denotpprated: For Releadd 20020507 +-CIARDP 701304581 00050068b067 3P0 »

fncluding efforts Lo forther Yo, Kbec Attachment 4 Lo Appendix Lor
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ciplinary action and may be a basis for rating a supcrvisor unsatisfactory.

6.

Approved For Release 2002/05/07 : CIA-RDP79-00498A000500080007-1 3

Unsatisfactory EIO performance is a basis for corrective or dis-

»
. - .

Honerayy reecopnition for LED achicvenents does not have to be

premiscd in a performance rating contexty however, such recognition can
’

bc*a natural byproduct of an outstanding supervisory performa™ ze rating

or outstanding EEO clament rating.

.

Impleomentation. It should be clearly understood that the implementation

of this Letter is intended to occur within the framework of cach

agency's ongoing perxformance evaluation rmechanisms. The Appendix to

this Letter contains general guidelines and some approaches agencics

night adapt to their own performance evaluation systems.

 Attachment

.
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CUTDELINES s YDPLPHLUTING SUrBRVISORY 1H0 YEFVOUNANCT !Z\’ft7.1?, LN Rt i

Forcuord: In March 1975, the President stated with regard

to Federal mmagers: “Fqual employment opportunily ﬂocsn

Just hnppcn, it comes about because managers.make it

happen ... JIncreascd accountaﬁility on the part of Federal
. . managers will hiclp to promptly identify deficicncies and

strengthen our LEO program at all lecvels ... Their under-

standing of my objective is ecssential, Their support is

required."

With a clear focus-on accountability, the Presicdent thus
umderscored the need fov increased at“cntlon to the ecvalua-

tion of supcrvicoery performance in support of equal employment
i P yp P 1 pJo;

\]

opportunity (EEQ).

A. The Bvaluator. Clearly, a critical factor is the evaluator's under-

standing of applicable guidelines and of the agency's requireaments and

procedures for cvaluating cupervisory performance including EEO

performance. Agencics should therefore take specific steps to assure

that all persons who ecvaluate supervisors fully understand vhat is

%

required and expected of them, and that they receive instructien on how
to carry out their responsibilities in this regard. Such steps might
include (1) coverage of cvaluation of supervisors in appropriate ongoing
orientation and training programs for managers and supervisors;

(2) dcvclOpmcnt and disscanination of written guidance materials

(3) provision of opportunity for discussion and exchange of ideasz among
evaluators and pcrsongcl‘und EEO stﬁffs; (4) inclusion of supervisory

Approved For Release 2002/05/07 : CIA-RDP79-00498A000500080007-1
EFO pexfurmance evaluations as an item 1n perscimel management and ELO
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i froequently and properly identificd as the individual who has the

key role in making 1EHO worlk. Agencies need to assurc that managers and
supcrvisors recoguize their responsibility fox and are involved in
planning and carrying out apency LEEO programs. Since agency progrhms

are documented in written plans of action, one logical starting point
’ .

is¥supervisors' participation in EEO action plan development.

Some agencies have in fact tied supecrvisory LEO performance evaluation.
n .

directly to the EEQO plan, with performance expectations built into
specific action items. This is an existing, concrete mechenism for -
mecaningful FEO involvement and affords a specific basis for evaluating

the EEO aspects of supervisory performance. The Commission asks its

personncl management evaluation staffs to answer such questions as

the following when reporting onsite review findings: '"Do managers

(and supervisors) understand aud support a positive LEO program?" 'Is

supervisory perfoimance in EEQ measured against specific responsibilities

- set forth in the affirmative action plan?" '"Does the (agency internal)

EEO evaluation system provide for input from menagers, supervisors,

employees, unions, and other interested groups?"

’

Attachment 1 to this Appendix provides a generalized conceptual

{ilustration of the linkage among the factors of (1) supervisory EERO

berform;ncc; (2) EEO action plans; arnd (3) pcrsonnci management and

EEO program evaluation, Each of these three factors is concerned with

an éﬁaluation process which is ELO-results-oriented. All are or should
. )

be recognized as mutually interdependent clcmeﬁts of an effective LI

program. Regardless-of vhether specifie timeframes and program oripins

vargpphdiac F6R RalEasE PB0RA05IOT A GIACKR DT 9re0Ad8ATE05000800bCK ot apivro-

printe stages.
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Supervisory fzsponsihility for furthcring FEO, while inherent,
has to be specifically cormunicated to and unocrstood by each
supervisor, so that he or she is fully avare of wh&t is expected.
A statement of this fcsyohsibility should appcar clearly in a
written rccord, a copy of which is poauesrcd by or readily avail—
able to the supervisor, and should be reinfofcgd via pcriodig
communicationé. Agencies typically use some conbination of the
following: .

1. Statement incovrporated in written dclegation of authority;

2. Statcuwent in position description. B

3, Other written issuances (manvals, handbooks, memos to
gupervisors, published EEO plans, etec.)-

4. Meectings.

5. Required ELO training. e

D. Establishing vhar is Specifically Expected of a Superviscr, The

supervisor's general accountability for furthering EEO should

.wherever possible be reduced to results-oriented specifics.so as to

S

{acilitate action and evaluation in a preestablished timeframe.
Documentation of what is specifically expected of each supervisor
provides not only a meaningful basis for EEO performance evaluaticn

but also guidance and.support for supervisory ELO achievement.

Specific expectations might be delineated in action itcms, with
target dates, in an oyganization's EEO plan, or in written performance

standards or performance goals ond objectives, A supervisor must, of

‘

goursc; have been rlcnrly infomed with repard to any specific matters
A ed For Rele
for PRIOYeS oy Relgase 2002103007 - QA RRRA R 4284 0002209800R T hn e
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£, Yvaluatjon and Rating 110 Perforsance, waluation obviously is

“Approved For Release 2002/05/07 : CIA-RDP79-00498A000500080007-1
woxe objective vhen associated with speeific VIO perivimance

expectations that are stated in an action plan or othervise documanodﬁ
Evaluation and rating in the EFD area also must be'cousidcred as an
integral part of the total supervisory performmce zssessment and not
as an isolatcd consideration; thercfore, the methods uscd by an zagoicy

’ . . - .
musg be eoordinated with the overall performance evaluation system ond
rating mcthods_used; In any cvent, rnethods o techniques uscd must givé
evidence that a substantive.LEO performance asscﬁsmcnt has been made,
that it is understood by parties to the evaluation, and that follow-up

action can be identificd and initiated where appropriatce.

-

thether or not the evaluation is tied to an action plan, guides or

criteria which aid this process are useful and should be developed to

suit each agency's needs., Attachment 2 to this Appendix sets forth

_a comprehensive checklict of suggested factors to consider in

N

formulating ELO performance expectations and assessing LLO perfornonce.
Attachment 3 to this Appendix suggpests some of the basic sources of

information an cvaluator can consider as specific indicators of kinds

Bt 4o - . e . e s . o . " « - -
-t . . . - P R T LR SR

and levels of EEG ﬁerformance.

P S S T NI T et

A rating may be based on appraisal elements,?narrative coumments which
accompany evaluation décuments, o other methods. lowever, some
definitive criteria can be useful to help rate the level of the EEO
pcrformaﬁcc clement. Attachment 4 to this Appendix offers an example
of dcfinitions of Outstanding, Satisfactory, and Unsatisfactory LEO
pcrformaﬁcc levels (this does not preclude an agency's use of
additional levels as permitted under performance rating regulations).

.

Approvéd For Release 2602/05/07 : CIA-RDP79-00498A000500080007-1
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T, Fvalvatiao 100 Perforaance Fealistically, Supervisory and managerial

positions are widely varied in kind, extent, and structure of dutics and
responsibilities., Yerfomuance cxpectations therefore vary in scope and
substance from onc spputvisury cituation to another. Evaluations must

. “ .

be based on realistic expectations which were known to the individual
’ .
bedng evaluated during the period covered in the evaluatiou, and not on

criteria reflecting activities beyond the scope of a supervisor's

: respounsibility, authority, or potcntial for action.

Fbr cxample, if a supervisor is not avthorized or expected to perform
& recruiting function, his or her performance should not, of coursc, be
evaluated as to ELEO~related recruiting effcctivcncss.. However, that
supervisor might well have a meaningful role or responsibility in

? ' 1dcﬁtifying skills requirements for subordinate jobs to be filled,
intervicwing candidates, recomxending gp-making personnel selecticns,
assimilating new enployecs into the w&rk forcc, cvaluating performance,
"preparing appraisals of potential fﬁr promotion, etc. Any of these

’ responsibilitics relate to the recruitment-placement function and
.

RN ?Zi:f “offer a variety—of potential -for EEO performance.expectation and

|

evaluation.

.

RCSponsibiiitics and actions of the supervisor impact on most if mot

! ﬁll arcas of personnel management and should‘bc dealt with from the

i .

| standpoint of both nondiscriminatory performance and affirmative action

% pcrfbrmqncc. In the most limited supervisory circumstance, nondiscrimina-
: tory performance may be the predominint factor for which realistic EKC
performmee cxpvctntionsvcnn crnist, Rclntioﬁships and cooperation viih

i LLO AppravetoEer Relbasd\zﬁozmeloﬂm-m-RBPmut)oabsg\ooosoocmopf supoervisors
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and should receive LEO-related performance effectiveness censideration.

Carcful consideration of cach supervisory job situation should roadily

- . : N B P R o 154 bl
produce a meaningful perspective on 1ts potential for furthering LEO.

.
. . -

G. Yonsupervisory Positiens., Nonsupervisory jobs which involve

_leadership relatiouships with other cmployees are not covered by the

sd%crvisory EEO performance evaluation requircnent. However, it would

be entirely proper to determine whether “there is an LIO-=related clement

which needs to be considered in evaluating employees in such positions.

H. Other Appraisals, Other personnel menagement activities involve

warious types of individual appraisals, such as in acceptable level

of competence and competitive promotion considerations. FINM Chaptey) | EQB

430 provides puidange resarding perforsance cvaluation as it ,relates -

to such appraisals,

J. Frame of Roference. Following are major references which should

_:equirqmqnt§:

1.
2.
1.
4.

5.

6.

7.

8..

~ be considered in implementing supcrvisory EEO performance cvaluation

- . - re e, - L) . - -
LT - T N L PP ] e L A B I T R I S S

EEO Act-of 1972.
ADEA of 1967, as amended in 1974.
Pgrformance Rating Act of 1950 (Title 5, U.S. Code, Chapter 43).

Exccutive Order 11478,

‘President Gerald R, Yord's memorandum on equal cmployuent

opportunity, dated March 6, 1975,
Civil Service Regulations - Tarts 430 and 713,
FIM Chapters 430 and 713.

€SC lersoanel Management Series No. 24: Guidelines for Zgeacy
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[ore ]

The fullowiﬁg suceestod factors may be considered in establishi:.z
perforinnce reguirements, and in evaluntiﬁg'nnd rating managers and
supervisors concerning their rCSpbnéibility for furthcring cqual
cmploynment opportuniﬁy.  Thc list of fnétors is divided into two
sepments--one for cevaluating 1ine supervisors, the other Ifor evdluating
]
managers. Factors from cach scament may be applicable in some situations;
it is not likely that all factors in cach scgment will be applicable to
all managers and supervisors covered. The evaluator must deteraine
what specific facters apply to the manzger or supervisor being cvaluatcd
and rated, and that performance cupectalions with rcgqrd to these

factors were known to the manager or supervisor during the period

covered by the evaluation,

LINY SUPFERVISORS

N
(Y

A. Personal Particination in LEEO Program Leadership and Adminicstration.
L

Does the supcrvisor:

e v 01, -Have awarcncss..of the composition of.the subordinate work  .....v. oo
W force in terms of race, sex, grade, etc.? Know how his ox
f2 her work force compares to other organizations of the activity

«  and to any established goals and timetﬁblcs?
2. DProvide input for local EEO plans of action?
3. Keep superiors informed of needs related to EEO?
4. Keep subordinates informed on all mgttcrs that have LEO
implications (upward Qobility, training opportunitics,

vacancy announcements, EEO action plans, cte.)?

Approved For Release _2.002105107 : CIA-RDP79-00498A000500080007-1
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ﬂnd counsc1nr3? Coordinate actions that have LEO jwplicaticns

with then and vith svperiors?
6. Include EEO as an integral part of day-to-day personncl

managerent?

e » . . - L. . N M . . - “'- ‘T'- e p ke . ]
7. Plarticipate in an affivmative smanner in resolving IO cowplainta?

[ 4

Treatyent of Tiplovecs as Individuils. Does the supervicor:

1. Consider all subordinates as individuais rather than stereotynes?
Try to be impariial in dealings witl all cmployees?

2. ﬁahc én effort to understand éultural differences awmong
subqrdiﬁatcs? Make,an ceffort to understand any particular
adjustument problems of minority group and female employees?

Take positive steps to assure acceptance of new employees in

-

the work group, and vice-versa; and set a personal example?
-
3. Try to avoid and eliminate practices which may give personzal
offense to cmpleyees of one sex or any particular racial,

’”cﬁﬁnic'Qrigin;"réligious"or-agcﬂgroup?ﬁ~"bam-¢-: TSR e e L vt

Selection, Vork Assionrents, and Promotion. Does the supervisor:

1. Give full and fair considcration to all applicants--regardlecs
of race, color, rcligion, sex, age, or national origin--in

recomnending selections to £i11 vacancies?

2. Support the personnel office in locating qualificd candidates

for vacancies? If minority or women condidates are rarcly orv

L3

Approved For Release 2'(_)02105/07 : CIA-RDP79-00498A000500080007-1

)



0'.

ApprawediF ot Release,2002105/07:: GM3-RDP73:00498M066500080007-f/ f* ¢

4,

hi

supervircor:

1‘

be made to locate well qualificd winority group and woren

appliconts?

Provide conpetitive or nencompetitive vork experiences and

temporary details, or other job-related expericnces on ai

cquitable basis?

opportunitiocs such as new work assignonts, Sp?Clal projucts,

Assurc that the bagis and tiwing of cavecr (noncompetitive)

promotions are equitable for all cmployees?

Skills Utilization, Trainias, ond Upward ¥obility. Docs the

Provide training opportunities for all cployces on a non-

discriminatory basis? lMake training, upward mobility, anc

other developmental sclections or recommendations cquitably?

Y

-

Restructurc positions and/or identify target jobs to meet the

needs of the unit(s) and to implement the upward mobility

~program within the organization?-

.

Compleoment..this effort with

L3

necessary training or development and counscling of upward

mobility job incumbecuts?

Identify omployees with underutil

S

zed skills for possible

Coordinate with superiors, other supervisors,

upward mobility oppertunitics?

placement in positicns where their skills can be uscd?

and pecresonned and

Eancourage and counzel all cmployees to take advantage ol s

*  ApproeegforRelédse 2Q02/05/07 : CIA-RDP79-00498A000500080007-1

-

Y
ul.

“EEO officials to provide for skills utilization, training, and

}




e T ok e e e it

':, Y o T 1} (11'rn
L. hp\aie#éé FotRelB35E 2002/68187 & CIA-RDP79-00498A000500080007-1

1. DProvide all employecs appropriate recogmition and avarde,

including inforral recognition?

4 -

2. Analyze cauges and take apprepriate corrective actlon if
: particular seprents ol the wvork force censistently fail to
7, v | )

Y yececive 1Lco"n1L30n er awards?

F. Discipline. TNoes the supervisor:

1. Apply cqual penalties for cqual offenses?
£

e

2. Analyzc causes and take appropriate coxrective action

disciplinary a cLlono consistently apply to particular segientes

of the work force?

HANAGERS

A. TParsonal Varticimation in F¥O Program Ieadership and Administration.

Does the wanager:

1. Individually endorge top management's policy statements on cqu

b
s
’"éw;ﬁb’f employwan Opﬁortunl ty and call for cndorsemwent cdown through the
';".}2//- o Q;:/‘;:,\;;‘j ; e O S T TAr P  X S WL ST S P S S T IEL I ST
L2El7 ovgnn;zatlonxl structure to line supervisors.

. Person;lly advise subordinates of his or her expectations for
* affirmative action? : ‘ . )
. 2. Sec that adequate ‘rescurces are available to support EIDO program
'rcquircmcnts’

3. Take an active role in the developmeut and implementation of

the organizaticn's or installation's EEO program and its EYO

. -

Approved For Release 2002/05/07 : CIAeRDP79-00498A000500680007-1
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action plan? Reqguire that appropri ntc program review, analynis

and cvaluation be conducted? - Participate in and dircet corrective

action for program improvement?

4. Require subordinate manaters and supervisors to participate
actively in the developuent and dmpleowentation of action plana?

*5. Ycep subordinztes inforwmed of factors vhich may have an jmpact

3

on the EEO progrom? Keep them inforwed of progr m policices,

requirements, and status?
© 6. Coordinate actions that have EEO iwplications with superiors,

pecers, ELO ond personncl officials, and other ap>ropxxa ¢ staff
officizals?

Participate, and’reqqirc subordinatc§‘to participate, in an

r b T
Z)l’ml/ “z
"’;4’4 S é’aﬂf 2o e’ affirmative manner, in resolving fou..*zl and informal LEOQ

Sl /71’7 € ey d s :
Lof PHE S . . complaints? Require that causes be corrected?

8. Assure full inteprration of the EIO pr gram with the pcrsonnclA

management program of thc or"anlu‘LJon? Assure that EEO is an
integral part of cach subordinate wanager's and supervisoxr's

job and that PQIIOrthCC is cvalvated effectively?

a o b Nev L, MO e A EEN

R S X R et
2 e ’

3
L R D Qi R . : . Pr
Pl e te o s en _.14..,'_-'_,A<

or hcr own work relationships

-2

9. Set an effective ex“aplo in hlo.

v

. _ . with cmployces regardless of race, color, religion, sex, age,

or national origin?

oAU R

B. Trecatment of Tuiployees. Does the mannger:

1. Set the pace in' assuring equal treatment of all employces in

the organization? Treat all subordinates as -individuals?

s ettt e o

o Approved For Release 2002/05/07 : CIA-RDP79-00498A000500080007-1 -
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Frovide fop ¥easonable personal access to all erployees wio
cannol renolve issues with their fnuediate supervisors?

2. Assure that ovhorxdivate wanagers and supervisors ha\e the

training and understanding needed to deal effectively with

male and fomale cmplﬁyu:c of various baclkgrounds and

. cultural 47 veaces? .
' . . . ‘ * '
3. Require svbordinate winngers and supervicors to take wnecessary

steps to assure that all employees, including wirority group

and women cmployees, arc properly integrated into the work forcao?

4. Require continuing review of manzgement practices with a view

toward e])mln wing and preventing any practices which may

discriminate against or pive personal offense to cempleyees of

o

one sex or any particular racial, cLthﬂ or;gln, religicus, or

age group?
5. Require that the cause of complaints be deterwmined, and corrceted
A\ ) . N

vhen an employce has a justified complaint?

Selection, Work Assigoments, ond Promotion. Does the manager:

etr s eean e o s e cMaintain an ongoing, rgvicw.of the sclcction and prowutlon
EE Y T A

patterns in the organ10a11on to assure that all applicants and

+ employces--regardless of race, color, religion, sex, age, or
national erigin--are given full consideration?

2, Set an cffoclec example as an equal 0pportunlty cmp]oycr in the

pclectlon, wo;k assipgnments, and carecer and compctleve p]o‘ot,01

of managers, supervisors, and employees who report. to the wmanager?

. \

. Approved For Release 2002/05/07 : CIA-RDP79-00498A000500080007-1
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manager:

v 1.

2.

3.

gpproved For Release 002/0?/?7 Cl e}I§PP7,?"9‘[01%§%QQQ500‘Q§990711[ Syl s e

Assure, an cvidenced

o . Y4 r o r ERRYEd
ELO. effoxts are wmade in all appropriale aspeets ol staffisy

L 1 LAY -\ -2 N7
(e.., vecruiticnt activities, hires and promotion:)?

» . -
]

Tyainin~, and 1 ward M shility. TDocs the

tion,:

[

Assurce that all cmployees are provided caual opportunity fov
training and sclf-development? That the pattems of traiving,
upward mobility, and other developmental sclections fully

rcflcpt equal npporﬁunity?

Carry out an cffective upward wobility program which includes

all nccessary components of such a prog'ém (ﬁob-rcstructuring
where appropriate, identif ‘ication of target positions for

upward wmobility participants, coupetitive selections of candida
for upuard ﬂOb]lLL] wugjcnwcn!e, training and counscling,
reassignment and promotioﬁ\actions,'ctc.)?

A‘CCILaln that cmployces with underutilized skills have been
identificd for possible placament in positions where their ‘1711’
can "bé used a':id"th‘:tt ‘they rceeive full consideration for reassign-
ment aéd/or promotion go appropriate vacancies?

Coordinate with other managers, and with personncl and ERO

officials to provide skills utilization, training, and upwacd

‘mobility opportunitics across organizational lines?

.
.~ -

E. Recognition, Does the manager:

1.

Assure that employces are being appropriately recognized and

awarded? Assurc rccobnltlon and awards patterns in the

Approved For Rélease‘2(\)02/05/07 : CIA-RDP79-00498A000500080007-1
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’ ' organization- reflect appropriate treatment for all a.ployres?

Assure that causes arce identified and any necessary corrective
action is takcu if particular segments of the work force are

not fairly treated with negavd to recognition and awards?

.2. Tersonally pgrticipate in and publicize as appropriate awvards

cerewonies involving recognition for outstanding achicvement
.on the part of supervisors and employces from all segments of

. the work force? .
3. Support and carry out provisions for recognition of achicwvements

in furthering EX0?

F. Discipline. Does the manager:
1. Assure that cqual penalties for equal offenses are applied
. - within the organization?

! : 2. Assurc that causes are identified and any necessary corrective

action is taken if particular segments of the vork force rocceive

;. more than a proportionate amount of disciplinary actions?

Peew, P T

DTN ettt LR ol
D . s . .
N .o J St Tired sl e T et

3.nuxnkc,pr_rgqyixg«npppppriapg corrective action, including

:

. . disciplinary action wherc appropriate, fer any situation in

: *  which a subordinate manager, supcrvisor, or employce violates
: EEO pelicies and vequirements. ’
4' . ’

; . ‘\ -

: R

3 . ’

.

.
«
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FETFORAT TN SOVEONS RO BRO_PEIVORMINCE VA UATTOR

Supervi sory LEO performance cvaluntion requives a basie in facts or

evidences vhich reinforee an evaluitor's personal asscosments, Are

there clear indicator:, for example, that the supervisor is fair and

offective in his or Jicr ENO-related prictices? What vere the ENQ achieva.-
' 1 4

mgnts of the supervisor or managar during the performance rating period;
what could or should his/ber achievements have been? Is there any
evidence or appearauce of disceriwmination in the supervisor's performance?
Is there cvidence that the supervisor has taken special dnitiatives
resulting in noteworthy EEO-reclated achicvenmants? At least some of

the answers to such qucst{ons arc available in conercte form. Sources

for measuring a supcrvisor's EEO performance should be reviewed in terms

of patterng of performance which cmerge from actions and rccords--

collective results, problems, and accomplichments. The following axe

‘o

gources vhich can assist the evaluator in.reviewing and measuring the
kind and lecvel of a supervisor's LEO perfommance. Look at cach source

as a system; identify for that system what is happening to members

LT T R R e R R VPRI
of the supervison's work force as a whole and in terms of race or cthnic

- origin, age, and scx groupings; determine whether any form of improperly

. . . .

disparate trecatment exists.

Yerfoyrmance Avea Information Sources
Actions Temporary details and temporary promolions
Affccting .. Special assipoments

Bieployces - leagth of wait for cavcer promotion

Selactions (appointment, reassigoment, promotio:
Upward Mobility actions

Training/development selections or assigneeuts
Position wanagerent actions (crganicing voriy

.. assigning dutics to positions)
Approved For Release 2(502/05/07 : CIA-RDP79-00498A000500080007-1
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(and any asprct of
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Donnt Lon apprais
Yeryoroance ratiugs
determinations

Teve? ol coupetencr.
Overt assipginmoenris, scheduling
Indi: 21 employea Uraining/development plans
bisc nacy actions; warnings
Avard o copmandations
Neweeofloyee followvep reports ’
it interview statoronts
Preduction, leave, turnovexr rates

.
Vorl: Force composition statistics
Cowanoniceations, e.p.:
- Minutces or other record of aff meotingses held
~« Internzal dssuanees & informetion routings

< Information poastings, whare appropriate

EEG cowplaints, including weprical allegations
CGricvancas; appeals

EFEO third-party and/or unicn corplaints
Percennel momt., and EEQ evaluation reporis
Position pgut., classiiication, uvtilization repo

S8

Information from EXD officinls who have work
contacts with the supervisor and stoff
csponsibilitics for the orsonization in which
the supervisor's unit is leocated

ELO action p]an'
supervisor's individuval plan and/or

- portion(s) of an E.,O action plan applicabic
to l:llx}. supcervisor's unit(s)
TR o e S, 0 e g e e e, e i ST !
AN B R B AU B P IR NP
.

.

Approved For Release 2002/05/07 : CIA-RDP79-00498A000500080007-1

L



S S

o -

Approved For Relgage,2002405/071: Gh-RBPTH:004984006500080007-1
SUPTIVISO:S LEO PERFORMARCE (Muswple)

In this cxawple, two performnnce areas are covered in the definitions

and arc as follous: .« - ’ o - .

Wrundamental BEN regeirerents' - Those relating to actions and work

.fpr,n spcecified period.

relationships which cirry cut the prohibitions against discrimination
s

on account of race, coler, religion, sez, national origin, or age; and

which support the basic principles of equality of opportunity and

.

fairness for employces and applicants.

WAPF ymative action obinrctives' - EEO suprrvisory performance
expectations established through affirmative action or ELO plens,

performance goals, or other methods which establish achievement plaus

-

e B m GE B P R T8 PC Su.tw We A e T A8 Se W
.
I3

“ -t

The supervisory EIO performance evaluation is one fzcet of the overall

evaluation and becomes part of the basis for the overall summrary

adjective rating. The example of three performance level definitions

....presented here ie.for. consideration only.in. evaluating the supervisory

EED performance clement.

-
.

SATISFACTORY - Fulfiiled fuhdameutal EEO requircments and affirmative
action objectives. A satisfactery performonce level means that the
supcrviéor carried ouﬁ FLO respousibilities in a fully adecquate manner.
(Xf a supervisor's performance is determincd to be "marginally"
satisfactory in rhé EEQO arcz of responsibility, performance ﬁounscling

ig essential).,

Approved For Release 2002/05/07 : CIA-RDP79-00498A000500080007-1
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- ... . s - - o -
OUTSTANDING = bemonstrably exceeded fundamental FEO requircments i, 0F
affirmative action objectives to a degree vorthy of comnendntion.
Personal initiatives resulted in hehievements such as:
- Substantially improved levels of motivation and/or productivity
’ . . . ’
diyectly attributable to concern for and fair treatment of all

.employecs, including Linorities, women, and older workers.

- New or "breaskthrough'" cmployment opportunities through job redesion,

upward mobility, &nd/or skills utilization actions.

- Sensitive, effective resplution of particularly difficult EEO-relzted
erployee relations problems.
(Further guidance on exceptional IO perforiance is availeble in

_FP{ Chapter 713, Subchapter 5, lonorary Recogaition for Lchievements

-
"

in EEQ) .

. -

_UNSATYSFACTORY - Did not fulfill fundamental EEO requirements and/or

a minimum of affirmmative action objecctives, and did not recpond con-

structively to performance counsecling or other corrective action

‘e 2 NS O ) P P ARTLIR R N B MR A

"'-“'*.’;*”effoftsl"ﬁkamplésf
. - Disrcgarded LELO principlcs.in supervisory practices or actions.
- Conveyed to subordinates a negative or nonsupportive attitude
toward EILO.

= Failed to make recasonable efforts to meet affirmative action

objcctives which wvere established for the period under revicw.

<
n A T A G W e em e Wmm Sw WO Ak Ge W Ne M A e W W v OV

In coch case, an evaluation must be based on what- can reasoenably and

vl gk Eob Refid S 56026/07 S CIATSEIY 5 Yo dIadbbsbbGabEsI 3¢ covered

by the evaluation., Tor cxample, a roting of "osutstunding' is not
) M -
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! precluded simply because civeunstances beyond a supervisor's control

geverely restrict his or her ability to demonstrate noteworthy

accomplichment in the area of cqual employment opportunity. In such

circumstances, a supcervisor's performance with regard to ELO could
: merit an “outstanding" rating based on attitudes, cfforts, and suppost
’ . . .
; fo*‘ the ELO program vhich demonstrably exceed novinal expectations.

. .
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